Boot up with DOS 

fct the A> type install.bat and follow 

the install instructions. 

Reboot your system. 



USING THE ORDER PROSPECTOR 



I 111 



The Order Prospector is designed to be 
staple to operate. No special computer 
training is necessary. It Is 
recoaaesded that you study your 
computer's operating aanuals to insure 
that the equlpaent Is installed end 
working properly. 

The diskette supplied with your prograa 
package and all other diskettes aust.be 
handled with care. Do not touch the 
aagnetic surfaces which show through the 
openings in the diskette cover. Do not 
write on the diskette or on the label 
attached to the diskette. To re-label a 
diskette, write on a label first, then 
attach it to the diskette cover. Always 
avoid dust, saoke, eraser cruabs. 
liquids or other contaainant s , when 
handling and storing diskettes. 

The Order Prospector uses two diskettes: 
prograa diskette and data diskette. The 
prograa diskette contains the actual 
instructions which tell the coaputer 
what to do and la supplied with the 
prograa package. 

Ton supply the data diskette which la 
used to store the prospect information, 
the territory codes and passwords which 
are unique to your sales organi rat ion . 
The' data diskette is a blank diskette 
which aust b* initialized which Beans 
formatted by your computer. The 
in 1 1 lal lrat Ion procedure can be found in 
the DOS (Disk Operating Syatea) Manual 
supplied with your coaputer. 

HAKE CERTAIN YOU HAVE AN INITIALIZED 
DATA DIStETTE BEFORE STARTING THE 
COMPUTER 



B. Powe 
When you a! 
1. Turn yc 



r eady to begin: 
computer OFF. 



2. Insert your program diskette in 
drive A (the oval opening goes in firsi 
and the label should face up as you 
Insert the diskette). Close the drive 
latch. 



3. Turn you. 



■ put ii on . 



After tr 
drive gc 
announce 



red in use" light on the 
> off the screen should 
"The Order Prospector" and: 



REMOVE PROGRAM DISKETTE 
AMD INSERT DATA DISKETTE 
IN DRIVE A 

TYPE C -- TO CONTINUE 

At this point you muat remove 
the program diskette and insert 
a formatted or initialised 
diskette in drive A. Per 
formatting see your DOS manual 
under FORMAT command. 

Now be sure to engage the " caps 
lock * key and press C Tout only 
after you are certain you have 

inserted the data diskette) and then 

press the » I key. 

NOTE: Each time you respond to the 
computer by pressing a key the character 
corresponding with the key appears on 
the screen but the character Is not 
Input lo the computer until you press 
i he ■ I key. Before vou press the 
■ I you can change your response by 
pressing the CLEFT POINTING ARROW> key. 
1 h i s "backspaces" the cursor and lets 
you retype the character. when you 
press the m I key the characters 

which appear to the left of the cursor 
>:ll be Input to the computer. 

If you press the ■» 1 key and input 

an inappropriate response (In this esse 
anything other than a capital C the 
computer will make a "beep" sound, 
return the flashing cursor to the 
orginal position and await your ne«t 
response. This pattern la followed 
throughout thla prograa. 

Since the prograa instructions have been 
completely read into the coaputer. the 
program diskette will nut be ameded 
again unless the computer la turned off. 
Tou may threrelore remove the prograa 
diskette and store It at this tlae. 

DO NOT RESPOND FURTHER UNTIL TOU HAVE 
READ THE NE1T SECTION 



C. Passwords 

The Order Prospector allows the uaer to 
apeclfy the passwords which are required 
to start the prograa. The program 
places two passwords on the dsta 
diskette. Either of the passwords will 
start the prograa. You aay wish to 
leave one of the passwords constant and 
change the other regularly. If you have 
secondary uaera you can share only the 
regularly changed password. 

The routine which allows the user to set 
up new passwords is accessed by 
responding to the question: 

Hi. YOUR PASSWORD. PLEASE: 

To set up new passwords and territories, 
type: ANFANCEN and don't forget to press 



ANFANCEN aeans "to initiate" In Ceraar 
and la used to reduce the chsnee of 
accidental access to the paasword and 
territory set up routine. Responses 
other then passwords slresdy set up or 
ANFANCEN will result in: 

SORRY YOUR PASSWORD IS NOT CORRECT 

YOU GET ONE MORE TRY 

HI . YOUR PASSWORD, PLEASE 



If your second try is not successful the 
sc reen will display : 

PASSWORD NOT CORRECT. STOP! 

II this occurs you aust shut off the 

coaputer and begin again. This prevent! 

unauthorized users froa taaperlng with 
your files. 

When the coaputer accepts ANFANCEN the 
next display will be: 

>>CHEC1 TO BE SURE DATA DISKETTE IN A 
TYPE C -- TO CONTINUE 

This aesssge reainds yoa-to check to be 
certain that the data dlakette is in the 
drive indicated on the screen. Whan you 
are sure the data diskette la in tha 
proper drive, reapond with C. Don't 
forget to praas . ■ . Nezt the 
coaputer aaka: 

PASSWORD II • 

Respond with any word you wish up to a 
asiiaua of nine (9) characters snd don't 
forger ■« I . 

NOTE: <SPACE> la a "character" to the 
coaputer even though it la not visible 
on the screen. If you type a spsce 
after your paaaword you aust always type 
the apace or your paaaword will not be 
accepted. This alao applies to "control 
chsractera" which are keya pressed In 
coabinatlon with the <CTRL> key. 

coaputer has accepted your 
first password it will display: 

PASSWORD 12 - 

After you have entered the aecond 
password of nine or less characters and 
pressed the « I key the coaputer 
will aak: 

SET UP NEW TERRITORIES? <Y/N): 



00 HOT RESPOND UNTIL YOU HAVE READ 
NEXT SECTION 



NOTE: You Bay wlah to reaove this 
section and file it separately to 
prevent others froa aalag the "ANFANCEN" 
routine. 

D. Territory Set Dp 

The Order Prospector is designed to 
allow the uaer to customize the 
structure of the progrss to fit the 
structure of the user's asles 
organization. While the prograa uaaa 
the tera "territory" the uaer aay enter 
codes which designate geographic areas. 
Barker aegaenta, cuatoaer groupa, shifts 
or siaply nases to indicate sslespersons 



Once you have your list of territory 
codes, count thea snd note the total 
auabar ol codea. When you have 
coapleted your liat and total count you 
are ready to respond to the question: 

SET UP NEW TERRITORIES'' (Y/N) 

The (Y/N) aeans that there are two 
acceptable responses: Y for YES and N 
for NO. If you had only wanted to put 
aew passwords on the dsta diskette snd 
had already set up your territory codes, 
you would respond N for NO. To enter 
your list of territory codes you respond 
Y ■ I for YES. Now the screen 
asks: 

HOW MANY TERRITORIES? (1 - 33) 

At this tiBe you enter the total nuaber 
of territory codes on your list or the 
nuaber of territory codes you wish to 
code on this data diskette. The 
coaputer will accept any nuaber froa I 
through 33. Now type in the nuaber of 
territory codes and reaeaber to 

i ■ After the coaputer accepts 
your response the screen will display: 

TERRITORY fl - 

Respond with the first territory code on 
your list (aust be four characters or 
less and don't forget a I ). The 
coaputer will repeal the question until 
you have entered the nuaber of territory 
codes which -as entered previously. The 
order in whi<_h the codea are entered 
aakes no difference. After you enter 
the last code the screen will display: 

T1RRIT0RIES ENTERED 
C -- TO CONTINUE 

Your response of C -j 1 .ill send 

the progrsB to the Main Action List 



Enter tha ezpecced aaount of the order 
The coaputer will not accept aaounts 
over 99.999. Your response can be in 
any unita or dollars. If your orders 
typically average aore than 1000 you ■■) 
want to enter only thoussnda of units o, 
dollars. The coaputer will display and 
print the aaount with one digit to the 
right of the declaal. Therefore an 
entry of 2.3 can repreaent $2,300. Nezt 
the coaputer requeata: 



PKUBABILITY (I - 9 ): 



Thi ; 



r sliles ' ndlCates th * "kelihood tha, 

rSui " SS ' 8n ' >"»••""> o. .3 

s people 



To, 



aay prefer to have your 
Pond with . stsge of ml 
apl 



>uld be 
STAGE 



PROBABILITY 



The prograa will act up each data 
dlakette with up to 33 different codea 
of up to four (*) characters. The 
program maintains a list of prospective 
orders for esch territory code on the 
data dlakette. When the prograa la 
operstlng It will be necessary for the 
uaer to enter territory codea. 
Therefore, it is a good idea to keep the 
codea aa staple as possible. At this 
tlae you aay wish to sake a list of 
territory codes which best represent 
your salea organization. Each code ausl 
be unique. Identical territory codes or 
the ssae dats diskette will result In 
Incorrect Hating. 



Curiosity 

Interest 

Desire 

Conviction 

Coaaltaent 



1 ( .1) 
3 (.3) 
5 (.5) 

7 (.7) 
9 (.9) 



DO NOT RESPOND UNTIL YOU HAVE READ THE 
NEXT SECTION 

E . Main Action List 



The following is the Main Action List 
for The Order Prospector. It contains 
all the necessary actions necessary tc 
asintain the prospct files and produce 
report s: 



PROSPBCTIVE ORDERS 
ACTION NUMBER 



DISPLAY 


1 


ADD 


2 


CHANGE 


3 


DELETE 


4 


REPORT 


5 


PURGE 


b 



CHOOSE NUMBER (1-7) 

Each nuaber froa 1 through 7 designates 
aa action 
E.l. Add 

Respond 2 for ADD (to sdd a prospect to 
the list). Next the computer ssks: 

ADD TO WHICH TERRITORY 1 



A stage of sale scheme helps ssles 
people to understand and relate 
consistently to s scale of probability. 
Next tha computer requests: 

CLOSED' (Y/N): 

A response of Y for yes indicates that 
the order haa been received and can be 
"booked" according to accounting 
procedures. Further on in this aanusl 
we shall see that the prograa has sn 
action called PURGE which sutoast lcsl ly 
deletes sll prospects which are coded Y 
for CLOSED. A response of N Indicates 
that the order haa not been received as 
yet. Nezt the coaputer requests: 

COMMENTS: 
You aay enter any atateaent up to 30 
cheractera to help you reaeaber needed 
action or probleas to be solved. If you 
atteapt to enter aore than 30 characters 
the coaputer will reapond with a "beep" 
and the cursor will return to the 
beginning of your coaaent. You can type 
in a shorter coaaent or use the <RICHT 
POINTING ARR0W> key to copy the first 
portion of your coaaent. If you hsve no 
coaaent to enter simply press the 

— I key (this is the only eleaent 
ol lnlorastlon that can be left blank). 

The coaputer will now aak: 

IS THE RECORD .CORRECT? (Y/N) 

A response of Y will cauae the record to 
be added to the territory's list on the 
data diskette. A response of N will 
bring the nezt question: 

WANT TO TRY AGAIN? (Y/N) 

A response of N will cause the prograa 
to ignore all the eleaenta entered. If 
you respond with a Y the coaputer will 
display the prospective order being 
entered as follows: 



CUSTOMER 
NAME -- REFI 



PROD PRJ.0RDER PRB CLS 
CODE MO AMOUNT Y/N 



Respond to this question with one of the ACME MFC 

territories on your list. If your entry 

Is not en the liat on the data diskette 

the program will display the valid 

territory codes on the diskette and ask 

if you want to try again. If you 

respond Y the coaputer will repeat the 

above question. 



NUTS FEJ 35.0 .7 N 
SEND CREDIT AP 



• — FOR NO CHANCE 



The coaputer will now repeat the entry 
sequence. For any lnforaation eleaent 
which is correct, simply enter • and the 
coaputer will copy the eleaent as 
orginally entered. Enter all changes 
according to the aethod uaed above. 



After accepting a valid territory code 

the coaputer will request the eleaents 

of lnforaation that sake up the 

prospective order record or entry. EACH Thla cycle can be repeated until the 

ELEMENT OTHER THAN THE COMMENTS ELEMENT prospect la correctly entered and ran h. 

MUST RECEIVE A RESPONSE: , dded t0 lhe terricory ., llst on th , 

CUSTOMER NAME d «ta diskette. When the prospective 

order entry la coapleted, the coaputer 

You can respond with up to fifteen will aak: 

characters (15). If you atteapt to 

"ter aore than 15 characters the M0 -& PBOSPECTS TO ADD 1 

— puter will respond with a "beep" and , respon.e of Y will -„... lh . ADD 

action. A. response of N will return the 
program to the Main Action List. 
E.2. Display 



the cursor will return to the first 

letter of the customer name being 

ontered. At this point you can type 

ii shorter nsme or copy the first por 

of the nsme by using the <RICHT POINTING 

ARR0W> key. Nezt the computer requests: A r „ Don]le [0 the Maln Actlon Menu f l 



If your orgsnizstlon requires the use 
more than 33 territory codes, you aa] 
want to aet up additional data 
diskettes. Section II. F. 2. Multiple 
Dsta Diakettes. contains soae tips yi 
aay want to atudy at thla tlae. 



ol 



PRODUCT CODE (XXXX): 

You can reapond wir.h up to four 
characters to represent the type or 
claas of product to be ordered. Nezt 
the coaputer requests: 

PROJECTED MONTH (XXX): 

Your response should indicate the south 
in which the order Is expected to be 
received. There are twelve acceptable 
responses: JAN. FEB. MAR. APR. MAY, JUN. 
JUL. AUG. SEP. OCT. NOV, or DEC. Nezt 
the coaputer requests: 

ORDER AMOUNT (<100000): 



will cauae the coaputer to ask: 

DISPLAY WHAT TERRITORY'' 

Respond with an acceptable territory 

code and the coaputer will display all 

prospects on the territory's list as 
follows: 



CUSTOMER 
NAME -- REF# 



PROD PRJ ORDER PRB CLS 
CODE MO AMOUNT Y/N 



ACME MFC 
BASIC BLIMP 



NUTS FEB 35.0 .7 N 

SEND CREDIT AP 



CAS JAN 125.4 .6 Y 

CONFIRM DEL1V 



When Che screen fills up with 
prospective orders the computer will 
displsy st the bottoa of the screen: 

MORE PROSPECTS P -- FOR NEXT PACE 

A response of P will csuse the computer 
to displsy siore prospects one page at a" 
tlae until the end of the list when the 
following aesssge sppesrs: 

END OF LIST -- C TO CONTINUE 

A response of C will send the coaputer 
back to the Msin Action List. 
II. E. 3. Change 



Respond to the Main Action List with a 3 
and the coaputer will ask: 

CHANCE IN WHICH TERRITORY? 

A walld territory cod* will bring the 
Bast question: 

WHAT CUSTOMER NAME? 

Respond with a cuatoaer naae and the 
coaputer will aesrch the territory's 
prospect. The coaputer will display the 
first prospect it finds with the 
custoaer naae and ask: 

CHANCE THIS PROSPECT? (Y/N) 



itry 



A response of Y will start a rc-i 
routine alallar to the ADD action 
(Section II.E.l). A response of N will 
csuse the coaputer to continue to sesrch 
the territory's list for another 
prospect with the ■■>• nsae. If another 
la found, that prospect will be 
displayed and the above question 
repeated. This will continue until the 
entire list for the territory has been 
sesrehed. Then the following aesssge 
will sppesr : 

ALL PROSPECTS WITH THIS NAME DISPLAYED 

WANT TO TRY ANOTHER NAME' (T/N) 

If no prospect with the nsae is found 
none will be displayed end the above 
aessage will anoesr. If there are no 
prospects on file for the territory the 
following aeassge will sppesr: 

NO PROSPECTS ON FILE 

WANT TO TRY ANOTHER TERRITORY' (Y/N) 

Appropriste responses will eveetwslly 
lead you to the prespect ar back to the 
Main Actios Llat. 

i E.A. Dalata 

The response of a will latitat* a March 
routln* alallar to that la the CHANCE 
•ctlon (S*ctio» II. E. 9). When th. 

-.Led prospect la foaad th* following 
•>eaage will appaari 

DELETE TBIS PI0SPECT7 (T/ll) 

A Y will causa the prospect to be 
reaoved froe th* llat. A H will 
continue th* assrch for aoothar prospect 
with tha list castoaer aaae. When th«_ 
entire prospect list for th* territory^ 
has been sesrehed the following aeassge 
will appaari ■- 

ALL PROSPECTS WITH THIS MAKE DISPLAYED 

WANT TO TRY aJJOTBER NAME? (Y/N) 

and the search wlItBNb* continusd aa la 
the CHANCE *ctl*B (SscUoi II. 1. 3). 
B..3. laport 



A reaponse of $ te tha Mala Action Llat 
will ca.se tha coayalu to displsy th* 
following a**a*|*i 

TNIS ACTION SENDS A REPORT TO PRINTER 
COBTIBim.7 (t/B) 

This question glvea you aa opportunity 
to chaags your alad. If you raapoad Y 
thea tha coaputer asks: 

REPORT DATE? {DA HON TR) 

Respond bare with tha data you want to 
appear oa tha report aa tha preparation 
date. Uae any date foraat you wl*h up to 
20 charscters. but DO BOT USE COMMAS . 
A loui will caaa* all tba charectsrs 
after th* cossaa to st igsorsd. The 
following asasage will signs! this 
cosdl t loa i 

TRedo fro» ftart 

Suggested data foiaiu are: 

26 JAB «2 ar 1/26/82 

Next th* coaputer will aak: 

SIJ MOBTB REPORT PERIOD 

BECIRS WITH MONTH (XXI) 

Tour rssponsc asst b* on* of the twelve 
south sbrevlstlons JAN. PEB , MAR. APR. 
HAY, JUN. JUL, AUC. SEP. OCT, NOV. DEC. 
Th* r**po*s* will designate tba flrat of 



ail stoatha to ha Included la th* rsport 
period. Nazi th* coaputar display* tha 

following: 

<<READT PBINTER» 

1 . PAPER SET AT TOP OF PACE? 

2. POWER ON? 

3. OB LINE? 

*. C -- TO CONTINUE 

Thla aaassge gives you a llat of things 
to ch*ck to aaka aura your prlatar la 
raady to arlat a report. Ba aur* to 
check everything oa tha .llat. "ON LINE" 
aesns the prlatar la aet to receive 
algaals froa tha coapatar. Soac 
prlatar* aaa tha tara "aalact" to 
ladlcate thla atataa. Check your 
primer •atl'l annual If yoa ara 
aacar tala . 

Bast tha coapatar aaka: 

PNIBT ALL TERRITORIES 
WITH SUHHART (T/N) 

A raapoass of T will ceass th* coapatar 

to print r. porta for all terrltorlee ,.nd 
arlat a auaaary of projected ordere for 
all territories with aa overall total 
erdara projected. 

A reapoaaa *f B will brlag ap tha 

question : 

vtNICB TtBRITOfT7 

When a valid territory coda la entered 

the coaputer will print a report for 
that territory only. While the cotwalar 
la processing the raporta. aeaaagea 
Indicating that the coaputer la working 
will appear oa th* acre.n «. followai 

PROCESSING REPORT FOR EAST TERRITORY 

PROCESSING SUMMARY REPORT 

REPORT COaXPLaTI — C TO CONTINUE 

A C will retara the Mala Action Llat. 
E.6 Pura* 

* 6 la reaponse to the Hsln Actios Llat 
will atart a routine which can be used 
at the cad of th* aoath or th* report 
cycle to reaove all prospective orders 
that have been received or cloaad. The 
coaputer will display (ha following 
••■■•■•: 

THIS ACTION DELETES ALL CLOSED ORDERS 

TYPE TBE WORD 

PURGE 

TO DELETE ALL CLOUD ORDERS 

aay reapoaaa other than PURCE will 
taralnst* the purge action and ratura 
the Hair Action Llat. To continue tha 

Krg* actloa you auat enter tha word 
RGE. Thaa tha coaputer will aaki 

TOUR PASSWORD PLEASEi 

Oaly a ealid paaaword reapoaaa will 
laltlatc th* purg* action. Aay other 
response prev.sts the purge. These 
precautions ar*v*at accidental or 
BBButhorixed purging of cloaad ordara. 



Cor, 
wll 

and 



tha 



following aesssge sppaar*: 

ALL CLOSED ORDERS DELETED 
C -- TO CONTINUE 
A C retsrne the Mala Action Llat 
E.7. Exit 



A rasponae of 7 to the Main Actloa Llat 
all] cause the prograa to teralaata. 
The coaputer will return control to Its 
laternal "aonltor". Thla la indicated 
by a f leaning right bracket eyabol. To 
roatart Tha Order Proapector you auat 
tarn the coapatar aff, reinsert th* 
prograa dlakatta la drive A and tura 
tha coaputar aa . 



ladl 
alnc 

sec c 
will 



I and standardized custoaer aaa** 
lapllfy th* lapat for the prograa 
re tlae la the search operatlona 
• DELETE and CHANCE. The aae of a 

ahosld ladlcate e cuatoaer 
»n or perhaps a depertaeni asaber . 
rr la not recoaaended for 
ting s second prospective order, 
•hen the flrat order la cloaed tha 

will be the firat and confusion 
n.lt . 



F.2. Multiple Data Dlakettea 



organisation requlrea soi 
ory codae you can aet ap 
data dlakettea aech with 



tory 
ba 1« 
var • 
a pre 
acta 
or tr 

re , I 
* OB 

sign 



la y 

loc* a 
tion 



:od*s 
intif 

■ d wl 
|raa 
>a th 
I pro 
rotd 

■ ultl 
tarr 

ir w.h 

our 

uaaa 

froa 



Th* data 

l*d with label* 

th unique 
will prevent th* 
* wrong dlakatta 
par territory 

duplicating 
pla dlakette aei 
ltory code* to 
lch raflacta 
aalaa 

reports will 

a data 



P. Special Caeea 

P.l Baaing th* caatoarr 



The coaputar aeea tha cuatoaer aaae aa 
an Identifier 1* aaarchlng to flad a 
prospect. The coaputer can only 
cacognixe the aaae aa it waa originally 
altered. Saall variation* la spelling 
will reault la the proapect not belag 
found. Cautloa should be uaad to avoid 
charactera entered aalng the <CTRL> k*y 
1* coablnatloa with the chsrecter key. 
These "control charactera" are lavlelbje 
oa the acraan and will have to b* 
reaeabered. The aaae cautloa ahould be 
ascarclscd to *vold <SPAGE> ■atrial 
after the aaae since <SPACE> Is alao aot 
elelble. 



If yosr aalaa 
than J3 territ 
aay aaaber of 

ap to 33 tarrl 

diskettes can 
•a th* disk co 
passwords. Th 
aatry of prosp 
by scresnlng f 
cod*. Thsrefo 
territory cod* 
spa. Try to a 

dlakettea la a 

aajor dirlalon 
organisation a 
Include lnfora 
dlakette only. 



Tou aay want to copy your data diskette 
aach south before purging cloaed ordara. 
Thla will preserve an electronic record 
of the aonth's activity. 



F.3. Forgst your password? 



If yoa have forgott** yoar paaaword, tha 
oaly way to recover la to specify new 

passwords a* explslned la section II. B. 
Be aure to respond with N to th* 
question : 

SET UP BEW TERRITORIES? 

i response of T will est ap aaw prospsct 
list* contalalag ao prospects for aach 
territory code. 

Reports 



*. Processing Method* 

Th* report* ar* designed to b* oaelly 
raad and undaratood. The coaputar 
•aarctyg. «. c h territory proapect 11. t 
far pr-o.pectl.* order* which ar* 
•xpecied In th* *li a ont h report period 
Tae coaputer flr*t print* the 
prospective order, expected la the flr.t 
aonth of th* report period. Then It 
prints the prospects expected In th* 
aecond aoath ate . 

If ao proapect* on th* territory'* Mat 
•r. .xp.ct.d during the report period, 
the following a*. ..,. will appear on th* 

printed report : 

BO PBOSPECTS FOR REPORT PERIOD 

If there are ao proapect* oa the 

territory . U.t th. follo.la, a...... 

a-111 appear oa th* territory'* r.port. 

BO PBOSPECTS OB FILE 

The "TOTAL" 11a* .t the aad of aach 

territory'* report 1* calculat.d by 
flrat weighting the order by ■ultlplyla. 
the probability tlae. th. ..cunt of th. 
order and then adding ap the weighted 
order aaouata for each aonth. 

The SUHMART report repeata the TOTAL 
aaoaata for each territory for aach 
aoath af tha report and ahowa a total 
•ssoaat far all terrltorf** for each 
•oath. 



If you have any questions or problems with 
these programs or their instructions, 
please feel free to contact ua 

MAIN STREET PUBLISHING 
(612)447-6928 



